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[bookmark: _Toc502907730]Introduction
According to Gravells (2010) Employment skills are set skills required to perform a job effectively, employment skills include having relevant qualifications as well as experience to do the job. If two people have been shortlisted for a job and one of them is qualified and experienced, but the other is only qualified, it is more than likely the person who has both will get the job.
The recruitment and selection process;
In most employment situations there are many applicants for each available job, the employers goal is to hire an applicant who possesses the knowledge, skills, abilities or other attributes required to successfully perform the job being filled.
Selection programmes that intentionally or unintentionally exclude job applicants using characteristics or factors that are protected under human rights legislation.  Gravells (2010)
Psychology and personal selection ; Since the first world war psychologists have been studying and devising methods of measuring human attributes with a view to predicting the future job performance of employees.  Cooper et al. (2003)
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Within recruitment and selection processes, explain the purpose of
[bookmark: _Toc502907732]A Job Description 
Job description details the primary functions of the job, how the tasks will be carried out, and the necessary skills and criteria based credentials needed to perform the job along with information about company incentives, salary, job location . This employed strategic managing tool allows employers to effectively recruit and shortlist  ideal candidates and reject applicants that don’t meet the required job specification, this is an efficient proposal for the employer to save time, money and resources, in return it speeds up the recruitment process. The recruitment processes vary depending on the employers calibre and expectations, for instances some companies have four to five stages to the process of recruitment such as, initial stage is application, for successful applicants this leads to either a telephone interview or a face to face interview, and in come cases the process gets a little stringent, after application some companies do group assessments as the second phase of recruitment which is paper based and class room based, competency tests consisting of numerical and literature based questions with time limitations to complete, even after that some employers put successful candidates on probationary period, these are all competent measures put in place by employers just to make sure employers have a made a correct decision in recruiting the individuals. In todays era some people often put hoax credentials including deceptive references to get a job, hence employers need to follow a routine process to eliminate and hire deserved employable prospectors that will add real value to the face of the employers company.
employ the factors of reciprocation, consistency, social proof, liking, authority, and scarcity so often and so automatically in making our compliance decisions. Each, by itself, provides a highly reliable cue as to when we will be better off saying yes than no. (Cialdini, 2007)
2. A Person Specification
The parallel form of human automatic action is aptly demonstrated in an experiment. A well known principle of human behaviour says that when we ask someone to do us a favour we will be more successful if we provide a reason. (Cialdini, 2007) 
Personal specifications vary from jobs to jobs as it is a tailor made evaluation tool used to attract employers and persuade them for the shortlisting process of the recruitment phase. Personal specification or a cover letter as it is also know by, is well written statement to the employers which consists information about the applicants description of the qualifications, skills, experience, knowledge and other attributes (selection criteria) which a candidate must possess to perform the job duties,  The specification should be derived from the job description and forms the foundation for the recruitment process. The purpose of a personal specification is to allow employers to shortlist candidates based on job criterions and other relevant job credentials. This allows employers a close look as to if they should allow the applicant to the next stage of the recruitment phase. Personal specifications are a detailed insight to the applicants request to be employed and it answers and demonstrates some of the key credentials about the applicant, this is an opportunity for the applicants to present themselves in a unique manner as countless applicants will also be applying for the same job, it is imperative for the employer to be able to distinguish the difference about the applicants and make it that much more interestingly pleasing to forward the applicant to the next phase of the process. Employers follow this managing tool to shortlist in initial application stage, by
following a routine to control and select applicants from a high volume of job applications as it is a measurable tool to efficiently process applicants therefore it reduces employee turn over and increases productivity.
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	Key Skills

	· Excellent communication skills (both written and verbal) and ability to interact effectively at all levels.
· Confident IT skills and ability to use Microsoft Office applications.
· Strong customer orientation and ability to adapt to diverse working environments.
· Excellent time management and ability to act as an effective team member.
· Hold a valid SIA licence and have successfully held positions within security and administration.







	Personal profile

	
A conscientious, confident and meticulous individual who has an aptitude for working with the public and is able to apply himself individually and within a team environment. I enjoy working in customer orientated environments, meeting new challenges, working under pressure and to tight deadlines. I am keen to learn new skills and actively search for opportunities to expand my skills and experiences. My career aim is to work within security, which I believe to be a challenging, exciting industry that is fast growing, customer safety orientated and involves consistency of real responsibilities.






	Work History

	July 2011 – September 2014                    KNIGHTSBRIDGE GUARDING LIMITED / Corporate Security Officer

	Key duties and responsibilities:
· Greeting as well as escorting clients, tenants and members of the public
· Maintaining and securing clients premises and perimeters
· Controlling access and security of keys as well as protect company assets
· Issuing visitors passes and maintaining visitors record
· Report/writing daily activities and unusual occurrences within the (DOB) log book
· Receipt of mail/deliveries
· Carrying out internal/external building patrols within a timely manner
· Responding promptly and appropriately to all alarm activations, fire evacuations, bomb threats and disaster recovery, providing a full investigation where necessary
· Offering assistance to any visitors, members of the public and contractors working on site and help organise any maintenance on site that is required
· Acting as a first point of contact for members of the public, clients, tenants and VIP’s for security issues of personnel’s


	August 2010 – June 2011          TOTAL SECURITY SERVICES / Retail Security Officer

	Key duties and responsibilities:
· Greeting customers and members of the public
· Patrolling the shop floor for unusual activities
· Maintaining security of  staffs and members of the public within the premise
· Acting as a first point of contact for staffs and members of the public/customers for security questions
· Controlling access/entrance and protecting company assets and also providing visible deterrent
· Report writing for daily occurrences or unusual activities.
· Monitoring all frontline activities

	February 2009 – July 2010        PFMCS – NEWS INTERNATIONAL / Corporate Security Officer


	Key duties and responsibilities:
· Greeting and escorting VIPs, clients, staffs and guests at reception
· Acting as a first point of contact for staffs and visitors
· Issuing visitors’ passes and maintaining visitors record
· Monitoring all frontline activity
· Timely patrol premises
· Controlling access and security of keys as well as protect company assets
· Maintaining security of employees as well as client’s property
· Operating and monitor the CCTV system
· Arming/Disarming the alarm system
· Logging daily activities and unusual occurrences within the daily occurrence book
· Receipt of mail/deliveries
· Report writing


	June 2008 – February 2009       AA SECURITY SERVICES LIMITED / Static Security Guard


	Key duties and responsibilities:
· Being first point of contact for all visitors whilst ensuring all internal and external patrols as outlined by the client completed before the end of shifts
· Responding promptly and appropriately to all alarm activations, fire evacuations, bomb threats and disaster recovery, providing a full investigation where necessary
· Keep site supervisor aware of daily activities and movements
· Offering assistance to any visitors, members of the public and contractors working on site and help organise any maintenance on site that is required
· Maintaining visitors and contractors record
· Logging daily activities


	January 2007 – May 2008           Unemployed

	June 2006 – December 2006      Junior Administrator, Row Estates Ltd
                                                      Ilford, London

	Key duties and responsibilities:
· Faxing and Post room organisation
· Data input and answering telephone call
· Sending letters to landlords
· Ordering stationery and carrying out other associated tasks.
· Distribution call to all departments


	June 2003 – June 2003               Customer Service Representative, Boots the Chemist
                                                      Stratford, London

	Key duties and responsibilities:
· Greeting customers
· Assisting customers with their needs of products
· Replenishing stocks
· Processing Cash and Electronic Transactions
· Displaying price tags on merchandise
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Situation:-
During my employment with Knightsbridge guarding, whilst working on a corporate site, me and my team were faced with a huge dilemma which nearly jeopardised clients and civilians lives. One day as per normal I was conducting external patrol around the premise, I discovered an un identified package, I soon reported to my superiors via radio and told the team about the discovery. I was immediately instructed to cordon off the area and to prevent civilians nearby coming near the premise for safety measures, whilst my team members were trying to establish the owner of the package by reviewing the CCTV footages in the control room.


Task:-

The task was to stay calm and to try to keep things to minimal as we didn’t want to cause any panics and disruptions to the clients nor the employees within the building, and prevent bystanders near the premise which was cordoned off, 
And to try to established either the owner or find out how the package got discarded on the premise.

Action:-

The action was taken by cordoning off the affected part of the premise and by communicating to the control room team managers were able to locate the packages on the CCTV footages.

Results:-

The outcome turned out to be effectively successful by following certain procedures we were able to identify and locate the owner of the unidentified package by minimising the threat levels as well as any disruptions which potentially could have hindered the day to day operations of the premise and could have cost time and money following an evacuation procedure if required as a result the client and the business could have faced loss of financial matters.
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Situation:-

Whilst working with knightsbridge guarding ltd, my attendance levels were quite low at some points of my employment due to certain unforeseen circumstances, the companies requirements of the attendance policy stated 90% on attendance and 95% on punctuality, the company was very disciplined with regards to the attendances as well as punctuality. On an occasion I  once had a meeting on site by the site manager with regards to the attendances, and the second time I had another meeting in our HQ with regards to the same matter. It became a matter of being consistent through out the employment with Knightsbridge guarding in terms of reliability and acceptable level of attendances, the reflection of my poor attendances were not truly in my hands as it used to happen unintentionally.

Task:-
The task was very simple, my attendances had to be in line with companies attendance policy and it required indications of improvement otherwise my job with knight bridge guarding ltd could have been jeopardised.
Action:-
As per the companies rules and regulations, on two occasions I found myself in two meetings one at the site with the site manager and the second one was at the companies HQ. During those preliminary meetings I was given a task to ensure I understood the companies regulations and policy with regards to the attendance and punctuality and was told there will be a follow up to measure any levels of improvements, I was also informed if there was no improvements then there were consequences that will likely be followed through, as low attendances cause disruptions to the operations and cost more money and time and resources and also affect performance levels.

Results:-
The end results were good I suppose, but did not improve significantly but there was gradual indication of improvements, the changes were reflected as my personal circumstances were improved and once there was follow ups with the seniors at knightsbridge guarding ltd, they seemed a little optimistic given my previous promising track records, as I was slowly being in lined with the attendance levels.
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